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Introduction

This guide is intended for all authorized users of the Registry of Educational Personnel (REP)
Application. Users should also utilize the current edition of the REP Data Field Descriptions Manual and
any addenda posted to the REP Web page. This user's guide includes directions for accessing various
reports available to REP authorized users.

Your Data Matter

The REP reports allow authorized users to access and review data concerning current and previous
submissions. Reports are available in PDF, Excel or View Direct format that can be printed or saved on
your computer for quick reference. Users are encouraged to review all reports prior to finalizing each
submission. Data matter and the reports available within the REP application will help you to ensure
accurate reporting.

Where to Begin

To access any of the REP reports, the authorized user must log in to the REP application:

[ JCtots for vetiona Paformance & nformation i o &

| Mactoasn gex beme CEP1Hame | £AD | UneCa Gude | Iraches veicaion | Cantac CEM

Educational Persennel MEIS Login MEIS =

e public school Regsiry of Educatons

hool Personnel Repor When a User Hame
i B ;e

Usar Hama:

Paswword:

Nonpublic School Personnel Report

The next step is to review the reports listed under the heading "Reports™ on the REP Main Menu
as illustrated below:

Reports Reports — Click on the report you wish to access.

To view a report or downloadlpersonnel data, select from the following options:
= Summary by District
- Complete Summary by District Click on the REP Submission
= Download REP Data File Reports link to access the list
- Employee Listing by District of submission reports
- REP Submission Reports  <— available for your review.
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Data Submission
To submit and update personnel data, select from the following functions:

= Onling Single Submission
= Bulk Upload File Submission

The Personnel Submitted Report provides a list

. - of all staff members submitted by the district and
- Bulk Flle SmelsfS'm Status provides access to the individual records for the

| - Personnel Submitted | et o ccombers.

Reports Descriptions

In addition to the Personnel Submitted Report which provides a listing of all personnel submitted for your
district, several additional reports are available that include data regarding the current submission cycle as
well as previous submissions. The "Download REP Data File" provides access to the current and previous
submission cycles' data. The REP Submission Reports provide a record of the data submitted each
submission cycle.

The following reports include data regarding the current submission cycle.

1) Summary by District

2) Complete Summary by District

3) Download REP Data File (current and previous submission data)
4) Employee Listing by District.

Summary by District

This report shows the total number of records submitted by each district in the state of Michigan during
the current submission. Individuals who are authorized users for multiple districts can obtain current

counts for each of their districts.

REP | District Submission Summary

The table below shows all of the districts in the state of Michigan that have submitted at least one record during the current
collection cycle. It also shows the number of records that each district has submitted.

District Code Current Collection Count
23050 2
23065 2
23090 22
33020 1
71080 1
81010 1
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Complete Summary by District

This table shows the submission summary of all of the districts in the state of Michigan. This reports
provides the status of each district's submission for the current submission cycle.

REP | District Submission Status

The table below shows the submission summary of all of the districts in the state of Michigan. The "Total Count" column lists
the number of active records that have been submitted by the district, while the "Current Collection Count” column lists only
the number of active records that have been submitted/updated during the current collection cycle.

You may sort the records in the table by clicking on the column headers.

Outstanding

District Name IS Distict  TotalCount ., ;:gﬁ’goum Collection C?ﬂ'};‘;e
Count
Alcona Community Schools 04 01010 122 0 122 v
AuTrain-Onota Public Schools 52 02010 30 0 30 v
Burt Township School District 52 02020 22 V] 22 v
Munising Public Schools 52 02070 141 0 141 v
Superior Central School District 52 02080 45 0 45 v

Download REP Data File

This selection will provide a downloadable Extensible Markup Language (XML) file of the data
submitted to the REP for the submission cycles beginning with the Fall 2003 REP Submission.

XML is a structured computer language that is used to store data in a text-formatted file. A district user
may open this file in any text editor program (e.g., Notepad or Microsoft Word) or Web browser (e.g.,
Microsoft Internet Explorer or Firefox). A district user may also import the file to a Microsoft Access
database or open it in a Microsoft Excel spreadsheet.

The primary purpose of obtaining this file is to allow you to have a permanent record of the data
successfully submitted to CEPI at any given time.

Steps to ""Download REP Data File™
To download a personnel data file, follow these steps:

Step One: Select "Download REP Data File™ under the heading Reports on the REP Main Menu.
Reports
To wiew a repart or download personnel data, select fram the following options:

o Summary by District

s Complete Summary by District

¢ Download REP Data File < Click here.
s Employee Listing by District
o REF Submission Reports
Step Two: Select the submission cycle from the drop-down list.

EOY 2012 Page 6 of 33



MEIS/Registry of Educational Personnel (REP)/Application User's Guide

v RS e S e G il - I
]X Lentergorkducationsl Ferformence sdnformaton, ey |

= g S,

This option allows you Lo download your distict's REP data in an XML-formatied file. This file
contaimns the REP dala helds bsted in (e REP Dala Freld Descnpbons Manual for all personnel in
your district. The purpose of this file is to give you a permanent record of the REP data that has
been submitted by your district to CEPIL The REP is a cumulative data collection and this file will
contam all of the records hsted in the Personnel Subrmitled report

You can view this XML file in an intemet browser (e.g., Internet Explorer) or a text editor program
(e.g., Nolepad). You can akso imporl this XML hle o a Microsoll Access dalabase or a Microsoll
Excel spreadshest For more iormanan on this process. please see the REP Users Guitde

To download this file, please click the button below. Depending on the size of your district, this
may lnke a lew momeants When a dialog box appears, cick "Save” 1o save the lile to your

computer
|

I Click here to download the
XML file.

I Diownioad XML File |

Click here to access a specific

submission cycle.

Step Three: Click on "Download XML File" and save the file to your computer.

When you click on "Download XML File" the following pop-up window will appear:

File Download z

Do you want to open or save this file?

@ MName: REPDataFile.xml Click on "Save" to save the file
= Type: ¥ML Document, 484KB to your computer.

From: ga.mdoe.state.mi.us

[ Open ] [ Save m

lf’ While files from the Intemet can be useful, some files can potentialhy
harm your computer. f you do not trust the source, do not open or
save this file. What 's the risk?

Step Four: Open Excel on your computer. Next, click on "File" in the upper left hand corner of the
spreadsheet and then click on "Open" and locate the XML File on your computer. Click on the file and
the following will appear:

Click on "As an XML table" to
open the file as a spreadsheet.

i) As a read-only workbook
) Uze the ¥ML Source task pane

[ QK J[ Cancel ] [ Help

EOY 2012 Page 7 of 33



MEIS/Registry of Educational Personnel (REP)/Application User's Guide

Step Five: An Excel spreadsheet will open with all the fields of data as column headings:
This is a sample of the layout:

‘ersonnelRecordlD  ~|DateOfCount |~|Isd ~|District ~|LastName ~ | FirstName |~ | MiddleName |~|SocialSecurityNumber |~|CredentialLicenseNumber |~ DateC

All data submitted for a given submission cycle will be included in the spreadsheet.
The XML data file layout

Primarily developers and IT staff members will use the layout below to gain an understanding of how the
REP data is stored in the XML file. A brief description of the data contained in each field is given to the
right of the field. The layout is as follows:

<PersonnelRecord">

<Pic /> - Numeric

<PersonnelRecordID /> - Numeric

<DateOfCount /> - Date (mm/dd/yyyy)

<lsd /> - Text (NN)

<District /> - Text (NNNNN)

<LastName /> - Text

<FirstName /> - Text

<MiddleName /> - Text

<SocialSecurityNumber /> - Text (NNNNNNNNN)

<CredentialLicenseNumber /> - Text

<DateOfHire /> - Date (mm/dd/yyyy)

<SchoolAssignment>
<Pic /> - Numeric
<PersonnelRecordID /> - Numeric
<SchoolCode /> - Text (NNNNN)
<AssignmentCode /> - Text (NNNNN or NNNAA)
<GradeRK /> - Boolean (0 or 1)
<GradeK /> - Boolean (0 or 1)
<Gradel /> - Boolean (0 or 1)
<Grade2 /> - Boolean (0 or 1)
<Grade3 /> - Boolean (0 or 1)
<Grade4 /> - Boolean (0 or 1)
<Grade5 /> - Boolean (0 or 1)
<Grade6 /> - Boolean (0 or 1)
<Grade7 /> - Boolean (0 or 1)
<Grade8 /> - Boolean (0 or 1)
<Grade9 /> - Boolean (0 or 1)
<Gradel0 /> - Boolean (0 or 1)
<Gradell /> - Boolean (0 or 1)
<Gradel?2 /> - Boolean (0 or 1)
<AlternativeEd /> - Boolean (0 or 1)
<SpecialEd /> - Boolean (0 or 1)
<AdultEd /> - Boolean (0 or 1)
<ECPP /> - Boolean (0 or 1)
<CareerTechEd /> - Boolean (0 or 1)
<StateAgency /> - Boolean (0 or 1)
<EOEI /> - Boolean (0 or 1)
<AdminSupportStaff /> - Boolean (0 or 1)
<Fte /> - Numeric (N.NN)
<Wage /> - Numeric (NNN.NN)
<AccountingCode /> - Text (NNN)
<HighlyQualified /> - Numeric (N)
<AcademicMajor /> - Numeric (N)
<AcademicMinor /> - Numeric (N)
<Administrator /> - Numeric (N)
<ClassesTaught /> - Numeric (N)

</SchoolAssignment>
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<PartATeachers />
<EducatorEffectiveness />
<FundedPositionStatus />
<DateOfBirth />
<GenderCode />
<RacialEthnic>
<Pic />
<RacialEthnicCodel />
<RacialEthnicCode2 />
<RacialEthnicCode3 />
<RacialEthnicCode4 />
<RacialEthnicCode5 />
<RacialEthnicCode6 />
</RacialEthnic>
<HighestEducationLevel />
<TypeOfCredential />
<DateCredentiallssued />

<DateOfExpirationOfCredential />

<Educator Effectiveness />

<DaysofProfessionalDevelopment>

<Pic />
<ProvDevCodel />
<ProvDevCode?2 />

</DaysofProfessionalDevelopment>

<EmploymentStatus />

<DateOfTermination />

<AnnualSalary />

<Michiganlnstitution />

<NonMichiganlnstitution />
</Record>

- Text (NNN)

- Text (NN)

- Text (N)

- Date (mm/dd/yyyy)
- Text (A)

- Numeric

- Boolean (0 or 1)
- Boolean (0 or 1)
- Boolean (0 or 1)
- Boolean (0 or 1)
- Boolean (0 or 1)
- Boolean (0 or 1)

- Text (NN)

- Text (NN)

- Date (mm/dd/yyyy)
- Date (mm/dd/yyyy)
- Numeric (NN)

- Numeric
- Numeric (NN.NN)
- Numeric (NN.NN)

- Text (NN)

- Date (mm/dd/yyyy)
- Numeric (NNNNNN)
- Text (NNNNNN)

- Text (NN)

For files prior to the Fall 2011 REP Submission the professional development section will

be:

<HoursofProfessionalDevelopment>

<Pic />

<ProvDevCodel />
<ProvDevCode2 />
<ProvDevCode3 />
<ProvDevCode3 />
<ProvDevCode4 />
<ProvDevCode6 />
<ProvDevCode7 />
<ProvDevCode8 />
<ProvDevCode9 />

- Numeric

- Numeric (NNN)
- Numeric (NNN)
- Numeric (NNN)
- Numeric (NNN)
- Numeric (NNN)
- Numeric (NNN)
- Numeric (NNN)
- Numeric (NNN)
- Numeric (NNN)

Using Microsoft Access to View the XML Data File

Users may import this XML file into a Microsoft Access XP database. Please note that this will only work

with Microsoft Access version XP or higher. To import your REP XML data file to an Access XP
database, simply follow these steps:

el N =

oo

Start Microsoft Access XP and create a new blank database.
Name the database whatever you wish.
Under the File menu, select "Get External Data" and then select "Import..."

In the Import dialog box that appears, find the drop-down list at the bottom labeled "Files of

type." Scroll down through that list and select the "XML Documents™ option.

Locate the saved REP XML file on your computer, select that file and click the "Import™ button.
The Import XML dialog box will appear. It should contain four tables: ProfessionalDevelopment,

RacialEthnic, EmploymentData and SchoolAssignment. Click "OK."

EOY 2012
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You should get a message box that says "Finished importing document...” Click "OK" and your Access
XP database will be set up and contain your district's REP data.

Information on the table structure: The EmploymentData table contains the bulk of the information on
the employee, such as the name, birthdate, Social Security Number (SSN), etc. The
ProfessionalDevelopment table contains professional development information. The RacialEthnic table
contains the racial/ethnic codes and values (refer to the REP Data Field Descriptions for an explanation of
the codes). The SchoolAssighment table contains the personnel assignment data, such as the assignment
code, grade settings, FTE, etc. You may set up a relationship among these four tables based on the PIC
field, which each table contains. You can find complete personnel information by using this relationship.
For example, to find the hours of professional development for John Doe, find the PIC for John Doe in
the EmploymentData table, and then find that PIC number in the ProfessionalDevelopment table. The row
you find will contain the professional development data for John Doe.

Employee Listing by District

This report lists employees for whom the district user successfully submitted records. This list file is tab-
delimited and the format of the report is as follows: Personnel Identification Code (PIC), Last Name,
First Name, Middle Name, SSN, Date of Birth (DOB), Gender and Credential License Number. This
report will also provide a listing of all PICs for the employees of the district that may be helpful for the
Teacher Student Data Link Data Submission in the Michigan Student Data System.

The following information screen will appear when you click on "Employee Listing by District:"

o7 v 1 rl
XK LEITErdoREdicahional eriormance canormaton @1’ Michigan.oou.

——
Michigan gov Home CEPI Home | REP Home | REP FAGrs | REP Liser Guide | Teacher Werification | Contact Help Desk | Logout

REP Employee Listing by District

The Employee Listing by District allows you to download your district's employee data in a
tab-delimited file.

The file containg the following fields:
® Parsonnel Identification Code (PIC) e Social Security Number (SSh)

® Last Mame » Date of Birth (DOB)
® First Marme # Gender
® Middle Name » Credential Licenge Mumber (CLM)
1 - -
W Click on the "Download Employes Listing File" below to retrieve your Employee Listing by The FI Ie DOWnIOad WI “ appear
N 0 District. Upon the completion of the download, you may view the file in your default -
application for reading text files (2.g., Notepad) or open the file in a spreadsheet When you Cl |Ck on DOWnload
application such as Excel I .. _Ii
Download Employee Listing File Emp Oyee LIStInq FI €.
REP Main Menu

bchigan gov Home | CEPI Home | REP Home | REP FADs| REP User Guide | Tedcher Werification | Cortact Help Desk | Logout
State Web Sites | bility Polizy | Privacy Poliey | Lk Policy | Securit Polic:
‘Copyright (@ 2005 State of Mchigan
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| of. v\S i
X l LENTETZOT-aUcanonal i erionmance sdnionmation. Chigan.oou
.
Michigan.gov Home CEPI Home | Main Menu | FAQ | Users Guide | Teacher Verification | Contact CEF | Logout

REP | Employee Listing

The_ Employee Listing by District allows you to download your district's employee data in a tab You may open the flle or,
gl fle. _ save it to your computer.

The file contains the follouk: ecurity Wi - The file may be opened in
software such as Excel or

= Personnel Identificd Do you want to open or save this file?

» Last Name Notepad.
+ First Name MName: EmployeelistByDistrict_aspx —
* Middie Name = Type: HTML Document, 7.75KB

Click on the "Download En o Saatndoe State i "

District. Upon the completii on

for reading text files (e g, Open ] [ Save ] [ Cancel ]

Excel.

While files from the Intemet can be useful, this file type can
potentially ham your computer. i you do not trust the source, do not
open or save this software. What 's the risk?

Step One: Save the file to your computer and open in an application for reading text files, e.g. Notepad or
Boxer. The file will open with the following information:

This file lists all employees on file with CEPI in Happy Valley Public Schools (3XXX) .
NOTE: Each field is separated by a TAE character.

Format i1s as follows: PIC, Last Name, First Name, Middle Name, SSN, DOB, Gender, CLN
——-Beginning of Results———

995995% SMITHEY MICHELLE SLRAH  XOO00NEE 4/15/1576 F

888888 BABET STACEY RN 4/16/1956 F

———End of Results——-

Step Two: Highlight and copy the data you want to move into the an Excel spreadsheet. You
will need to add the column headings separately.

This file lists all employees on file with CEPI in Happy Valley Public Schools (MNXXX).
NOTE: Each field is separated by a TAE character.

Format i1s as follows: PIC, Last Name, First Name, Middle Name, SSMN, DOB, Gender, CLN
———Beginning of Results——-—
2 999 SMITHEY MICHELLE

SARAH

BABET STACEY

———-End of Results——-

Step Three: Copy and paste the selection into an Excel Worksheet.

A B C D " E F G ™
1 PIC Last Name First Name Middle Mame Social Security Number  Date of Birth Gender
2 999999 SMITHEY MICHELLE SARAH UMK 4/15/1976 F =
3 883888 BABET STACEY HH AN 4/16/1956 F
& |=--End of Results--- = =
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REP Submission Reports — District & School/Facility Level

The REP Submission Reports allow district users to access and review data concerning the current
submission. The application populates the reports as the users submit data so that up-to-the-minute totals
will be available for review during the current submission cycle. District users may print and review
reports at any time during the submission, and we strongly encourage that they do so prior to finalizing
the submission. District- and school/facility-level reports are available. Reports are also available for
previous submissions.

Assignment Code Comparison
This report provides a district-level comparison of all assignment codes and the total full-time
equivalency (FTE) value reported for each assignment code between the EOY 2011 and EOY
2012 REP submissions. The report is divided into staff groups: Administrative Staff, Instructional
Staff - General Education Core Academic Subject Areas, Instructional Staff - General Education
Non-Core Academic Subject Areas, Non-Instructional Staff, Day-to-Day Substitute Staff and
Paraprofessionals/Aides.

Assignment Code Summary
This report lists all assignment codes and the total FTE value reported for each assignment. The
report is divided into staff groups.

Detailed Assignment Code Summary — (New Report EOY 2012)
This report lists all assignment codes reported at the school/facility level. The report includes the
assignment codes and descriptions, employee names and FTEs by staff group. If an employee is
assigned to more than one school/facility within the district, data will appear in each
school/facility. This report may be beneficial to your student data submission authorized user for
use with the Teacher Student Data Link Submission.

Exiting, Current and New Staff Report
This report provides the employment status of all exiting, current and new teaching staff members
as reported in Field 25: Employment Status.

FTE by Accounting/Function Code
This report provides the total FTE reported for each accounting/function code by specific
categories: Instructional Staff, Instructional Support Staff, Instructional Staff Services, Non-
Instructional Support Staff and Facilities Acquisition.

FTE by Accounting/Function Code Comparison
This report provides a district-level comparison of the total FTE reported for staff members'
accounting/function codes between the EOY 2011 and EQY 2012 REP submissions. The total
FTE reported for each accounting/function code is listed by specific categories: Instructional
Staff, Instructional Support Staff, Instructional Staff Services, Non-Instructional Support Staff
and Facilities Acquisition.

Highly Qualified Status Report (Core Academic Assignments Only)
This report provides the highly qualified status of core academic teachers and the Title |
paraprofessionals/aides. It also provides a list of those staff members reported as not highly
qualified.
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Overall Summary of Data Submission
This report provides summary data regarding the district's submission by specific categories:
Employee Staff Groups, Exit Status, Number of Schools/Facilities Reported, etc.

Pending Status Report
This report provides a district-level list of all the staff members whom the district user reported
with pending certification.

Personnel Assigned to School/Facility in Another District
This report lists staff members who are reported in schools/facilities not identified in the
Educational Entity Master (EEM) as assigned to the reporting district.

Personnel Headcount by School/Facility Within District
This report provides a headcount of all staff members reported in schools/facilities within the
specified reporting district where the schools/facilities are listed in the EEM with an open-active
status. Any school/facility that does not have personnel submitted will be highlighted.

Position Status Report
This report provides the position status of all teachers and administrators as reported in Field 12:
Funded Position Status.

Professional Development Hours
This report provides the total number of hours of professional development for teachers by
category as reported in Field 24: Professional Development (through EOY 2011).

Professional Development Days — (New Report EQY 2012)
This report provides the total number of days of professional development provided by the district
for new teachers by category as reported in Field 24: New Teacher Professional Development.
Note: Field 24 is due in the EOY 2012 REP Submission.
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New Report Format

The format for accessing the reports has changed. Previously, all reports were listed on one screen as
show below. To access a report you clicked on the report title.

x’. .’ﬁ LenterforEdocational Performance & nformation, @...f‘-“- ;- 3

e -~
Michican gy Homs CEFLHeme | Miln Meni | EAG | Uaars Guiss | Teacher Yemcabon | Somac CEF1 | Logsd

Instructions REP Submission Reports

The reports genetaled by this
application are displayed in pop-
up windows. ¥ you are unabl fo
ViEw 149015, 10U MY have 3 pop-
up blocker ingtalled on your
computer Ta raas aboct hew s
Confgure youT SOBWaIG 0 Work
wiin F15 application, please review
the Pop-up Blocker Help

Submission Cycle: EOY 2012 %

Deadrict or SchoolFaciity Pottervilie Pubic Schodls bt

Assignment Code Comparizan
Thes repart peovides a distict-sevel comparison of all assignment codes and the tatal
full-lime exuivalency (FTE) valse reported for each assignment code between the
EOY 2011 and EQY 2012 REP submission. The report s divided into staff groups

decumnt
Adminatrative Stafl Instructional Staff - General Education Core Academic Subjec!
To propoy reviaw Ma reports in Areas, Instructional Staff - General Equcation Non-Core Acacemic Subject Areas,
iz appiicaton, T 1ahest version Special Edueation Cone Atagemic Subject Ariss, Nan-nsiruclional Stal Day-to Day
of Adobe® Hudder® 5 reguired Substiute 31alf and Paraprofessionals/Akdes.
n oy R Assignment Codes Summary
e Thes report provides a isting of all assignment codes and he total iul-tme

aquivalency (FTE) value reported for each assignment The repon is civided into stafl
groups

Detailed Assignment Code Summary
Thes repart provides a listing of all the assignmen! codes reported al the
schoolfacility level. The report includes the assignment codes and descriptions
employee names, and FTES by stafl group. IF an employee is assigned 1o more than
one schookTaciity within the distrct, cata will appear in each schooltacility

Educator Effectiveness Report
This report provdes a distnict-ievel st of all stafl members who have been reponed
wilh an egucalor affaciivenass labal

REP Submission Reports are now accessed via a drop-down selection format that allows the REP
authorized user to select the submission cycle, district or school/facility, report and format
desired. This allows the user to easily select the desired report. The following screen shots
provide step-by-step instructions of how to access the various reports.

Step One: After you log into the REP Application, select "REP Submission Reports” from the
REP Main Menu.

Fowle . I - :
‘ |—'i X GENIETH oA UCational Eeriormance Sdntormaton; @ chigan.gu

Hichigan.gov Home CEPI Home | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEP| | Logout

REP | Main Menu

Welcome to the Registry of Educational Personnel

Iy District: I Happy Valley Public Schools {23090} + |

Data Submission
To submit and update personnel data, select from the following functions
e Online Single Submission
* Bulk Upload File Submission
« Bulk File Submission Status
s Personnel Submitted

Reports
To view a report or download personnel data. select from the following options:

Data submitted by school
districts via the Registry « Summary by District

of Educational Personnel Complete Summary by District

.
el T G D + Download REP Data File
reports for the U.5.

Department of Education S M_i"” o= Wﬁﬂﬁj "
and for the state of [ « REP Submission Reports H Step 1 CI |Ck hel‘e tO access reports I

Michigan regarding school
personnel. Additionally, Credential Data Exchange
REE S Ao peovicad Ko To obtain teacher credential numbers, select from the following functions:

the Michigan Department
of Eciuf:alfo: {Mg;;fu: « Upload Credential Request File

MDE’s teacher certification » Credential Request Status
audit.
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The following screen will appear with a drop-down menu when you click on "REP Submission Reports":

[ 3 B eafionAl Dot P
X l Lenergortaicatonatieriormance &ntormation

Michigan gov Home

Instructions REP Submission Reports

The reports generated by . —_———
this application are Submission Cycle: |@_2';12_"‘
displayed in pop-up
windows._ If you are unable
1o view reports, you may
have a pop-up blocker
installed on your computer
To read about how to | e re—————
configure your software to Format: |;F}IEE§E*SE,IEC[;V‘
work with this application,
please review the Pop-up
Blocker Help document.

District or

i ey |Happy Valley Schools -

Reports: | - Please Select A Report — v

Report Description:

To properly review the PDF
reports in this application,
the latest version of Adobe®
Reader® is required.

cat 1 3 —
ADOBE® READER® View Report

Step Two: Select the Submission Cycle.

|%~1 it

Michigan gov Home

Instructions REP Submission Reports

The reports generated by
this application are
displayed in pop-up

District or
windows. If you are unahble
to view reports, you may SthdokEacaty; EQY 2011
have a pop-up blocker Fall 2010
installed on your computer. Repoits EOQY 2010 tAREport— X
To read about how to g Fall 2009
configure your software to Format: EQY 2009 t — 5
waork with this application, X
please review the Pop-up Heport eseoption BN E?)”YZSSSS
Blocker Help document. Fall 2007
To propery review the PDF \—EOY 2007

reports in this application,
the latest version of Adobe®
Reader® is required

Wi /ioues READER View Report

Step Three: Select the district report or school/facility.

7w
X

— =
Michigan gov Home CEPI Home | Main Weny | EAQ | Lisers Guide | Teacher Verification | Contad CEPI | Logou!

Instructions REP Submission Reports l

The reports generated by ;
this application are SLENIR = wiom Cycle: EOY 2012 v

displayed in pop-up

District or
windows. If you are unable .
toview ropoits, you may SehoolFacility:
have a pop-up blocker
Installed on your computer. Reports Happy Valley Schools w
To read about how to —Happy Elementary School
Format: ~Happy Middle School

configura your software 1o
work with this application,
please review the Pap-up flpiet Descrpdo:

Blocker Help document

~-Happy High School

To properly review the POF
repons in this application,
the latest version of Adobe®
Reader® |5 required

|/
ADORE i ADOR View Report

EOY 2012
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Step Four: Select the specific report you want to review. When you select a report, the Report
Description will appear in the description box below the selection window.

| e W ;

| srrter for Ediicatinnal Perf e & Infi i
XE X ' Lenerdorducatonal Performance &lnformation
= e
Michigan.gov Hame CEFI Home | Main Menu | FAQ | Users Guide | Teacher Verification | Contact CEPI | Logaout

REP | Submission Reports

Instructions REP Submission Reports
The reports generated by — e aa
this application are StlTRsSion L yche [EOY 2012 v |
displayed in pop-up e
: Istrict or
windows. If you are unahble SchoollFacility: !I:IEE,pY Va”ey Schools L

to view reports, you may

have a pop-up blocker

! — —
installed on your computer. oMz ! eae eec epo
To read about how to === —
configure your software to at: Assignment Code Comparison

work with this application,
please review the Fop-up
Blocker Help document.

[Assignment Code summary

|Delai|ed Assignment Code Summary

his repor pmvi%Educator Effectiveness Report

lfull—tlme equivalE:EKiling, Current and New Staff Report

|report is divided |FTE by Accounting/Function Code
|FTE by Accounting/Function Code Comparison

|Highly Qualified Status Report {Core Academic Assignments Only)

{Overall Summary of Data Submission

|Pending Status Report

|Personnel Assigned to School/Facility in Another District

,!Personnel Headcount by School/Facility Within District

|Position Status Report

|Professional Development Days

To properly review the PDF
reports in this application,
the latestversion of Adobe®
Reader® is required.

j. Get $
e 00 READCR

T

pE e L SL SE

Step Five: Select the format you desire for the report. There are two formats for most reports:
PDF or Excel. A third format, View Direct, is available for the layered reports such as the
Detailed Assignment Code Summary.

TS TR— PO 5
X LENIETJ 0T UCatonal ¥ eriormance saniormaton .
—— o
Michigan.gov Home CEFI Home | Main Menu | FAG | User's Guide | Teacher Verification | Contact CEPI | Logout

REP | Submission Reports

Instructions REP Suhr_nission Reports

The reports generated by | P —

this application are Submission Cycle: EOQY 2012 v |

displayed in pop-up

= District or T 1
windows. Ifyou are unable i | Happy Valley Schools v
to view reports, you may Schootacty: R
have a pop-up blocker ; v
skt Reports: | Assignment Code Summary v
To read about how to ==
configure your software to Format: LED_F.______..___.___V]
work with this application, » - Please Select — |
please review the Pop-up Heport Bescrpliof; o
Blocker Help document. This report prqg -- PDF _ jl1 assignment codes and the total

full-time equivalency i value reported for each assigoment. The
To properly review the POF report is divided into staff groups.
reports in this application,
the latest version of Adobe®
Reader® is required.
el ALOBE READER® View Report
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Step Six: Click on "View Report,” which is located under the Report Description box as

illustrated below:

| X _f‘

LENETSOT O UCahoNal FEriormance,

»
-

Michigan.qov Home

REP | Subr

CEFPl Home | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEPI | Logout

ion Reports

| Instructions

The reports generated by
this application are
displayed in pop-up
windows. If you are unable
to view reports, you may
have a pop-up blocker
installed on your computer.
To read about how to
configure your software to
work with this application,
please review the Fop-up
Blocker Help document.

To properly review the PDF
reports in this application,
the latestversion of Adobe®
Reader® is required.

o :
g ADOBE READECR®

REP Submission Reports

EQY 2012 &

Submission Cycle:

,[_"sfﬁmo:m.liu_ |Happ3.r Valley Schools V|

Reports: | Assignment Code Summary N
Format: ¥

Report Description:

This report provides a listing of all assignment codes and the total
full-time equivalency (FTE)} value reported for each assignment. The

report is divided into staff groups.

View Report |

After you click on "View Report™ the format selected will appear.

Formats for Reports

PDF Format

This report opens in a pop-up window.

Assignment Summary Report EOY 2012

Happy Valley Schools (xxxxx)

Total Humber of
Assignment Assignments Total FTE
Staff Group Assignments Code Assignment Description Submitted Submitted
General Education Core Academic
Subject Areas
000BX Languags Aris 1 0T
aoooc Chemisiry 1 080
ooooi Integrated Science 2 1.30
Q00EX Mathematics 2 140
000Jx Music Education 2 1.00
0002 General EL K-5 all, K-3 seli-contained 2 2.00
000zz Altemnative Education 1 1.00
00192 SpeschiLanguage Impaired (SB) 1 050
Classrocom - Al Subjects
Total General Education Core 12 8.50
Academic Subject Areas
Instructional Staff
000MF Junior ROTC 1 1.00
O00MR Computer Science 1 050

EOY 2012
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Excel Format

Note: The steps below are designed for Microsoft Excel 2010. For older versions of Excel, refer
to the Microsoft Help resources or contact your local technical support for assistance.

The report will appear as an Excel Spreadsheet as illustrated below. The report opens in read-
only format by default. Click on "Enable Editing" button to make the spreadsheet editable.

iew Add-Ins SAS Team

A= ¥ v |5 REP_AssignmentSummary[02—21—iq-18—59—819][1].x|5 [Protected View] [Comp:
vl

Home Insert Page Layout Formulas Data R

0 Protected View  This file was opened from a potentially unsafe location. Click for more dkails. Enable Editing

113 - I
A B C D E F G H
il Assignment Summary Report EQY 20

2 Happy Valley Schools (XXXXX)

Total Number of
Assignment Assignments Total FTE
3  Staff Group Assignments Code Assignment Description Submitted Submitted
.t

General Education Core Academic
5 Subject Areas

6 000BX Language Arts 1 0.7
7 oooDcC Chemistry 1 0.6

Reports with Specific Individual Employee Data
The following reports include specific individual staff member data based upon report requirements.

e Highly Qualified Status Report
e Personnel Assigned to School/Facility in Another District

For example, the Highly Qualified Status Report lists employees who were reported as being not highly
qualified.

1
Z
5 Happy Valley Schools (XXXXX) [ |
4 Core Academic Subject Area Number of Classes Taught
5 Teachers by by
6 Highly Qualified Status Highly Qualified Status
7 Staff Group Yes Ho Total Yes No Total
g Teachers - General Education 24 1 25 El 5 86
g Teachers - Special Education 2 0 2 2 o 2
10 Paraprofessionals/Aides 0 1 1 0 o o
Total: 26 2 28 83 5 88

11
14 Teacher pe i i as Not Highly Qualified

School Teacher Name Code Description
15 _|Code
16 07894 Johnson, Peggy 000BA English

00000 Genty, Joan 00412 MEP Instructional Paraprofessional/Aide - Summer

only (Title IC)

17
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Reports with Detailed Individual Employee Data

These following reports provide employee information in more specific detail. You may select
the level of detail you want to review and then print all or part of the data. The reports will have
three or four layers of detail.

Detailed Assignment Code Summary Report

Educator Effectiveness Report

Pending Status Report

New Teacher Days of Professional Development Report

The following screen shots demonstate the Detailed Assignment Code Summary Report that has
four layers of detail concerning the assignment codes and FTEs of all school employees reported
by the district. First, select the report from the drop-down menu and open it in Excel.

Level One: District Name with List of all Schools/Facilities Reported in the Submission Cycle
This layer lists the total number of assignments and FTE reported at each school/facility

reported. If your district reported staff members at schools/facilities in other districts, they will
appear on this report.

.2|3|4 ICID| E |F G | J KL M M 0 P
2
; Detailed Assignment Summary Report EOY 2012
Page 1 of 1 3M19/2012
6
Happy Valley Schools (XXXXX) Total Total
Assignments FTE
9 Central Administrative Unit (00000) 5 5.00
28 Happy Valley Elementary School (xoooo) 23 235
33 Happy Valley Middle School (xoooot) 15 14.75
41 Happy Valley High School (xooood) 20 195
/i s

Level Two: Schools/Facilities with Number of Assignments and Total FTE by Assignment Group

This layer lists the total number of assignments and FTE by Assignment Group in each school
facility.

L@Jﬂ U] E [E G | J KL W N 0 p
2

Detailed Assignment Summary Report EOY 2012

Page 1of 1 31972012
f
Happy Valley Schools (XXXXX) Total Total
8 Assignments FTE
9 Central Administrative Unit (00000) 5 5.00
10 Instructional Staff 3 3.00
20 Paraprofessional/Aide Staff 1 1.00
24 Administrative Staff 1 1.00
28 Happy Valley Elementary School (xoooox) 1 1
29 Instructional Staff 1 1.00
33 Happy Valley Middle School (oooo) 2 15
34 General Education Core Academic Subject Areas 2 1.50
41 Happy Valley High School (xoooo) 2 0.65
42 General Education Core Academic Subject Areas 1 0.40
ﬁ 46 Moninstructional Staff 1 025
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Level Three: Specific Assignment Codes within Assignment Group

This layer provides the total number of assignments and FTE for the specific assignment codes
reported within each assignment group for each school/facility.
1 ‘ ICID| E |F G | J Kl M N o] P

2
Detailed Assighment Summary Report EOY 2012
3

Page 1 of 1 31972012

Happy Valley Schools (XXXXX) Total Total
8 Assignments FTE
= 9 Central Administrative Unit (00000) 5 5.00
10 Instructional Staff 3 3.00
1" 00310 - School Social Work (including non-special education) 1 1.00
14 00320 - School Psychologist (SG) 1 1.00
17 00370 - Physical Therapist 1 1.00
20 Paraprofessional/Aide Staff 1 1.00
21 00412 - MEP Instructional Paraprofessional/Aide - Summer only (Title IC) 1 1.00
24 Administrative Staff 1 1.00
| 25 79115 - ISD Assistant Director (Business/Finance) 1 1.00
- 28 Happy Valley Elementary School (xooocr) 1 1
% 29 Instructional Staff 1 1.00
30 00370 - Physical Therapist 1 1.00
= 33 Happy Valley Middle School (oooo) 2 15
34 General Education Core Academic Subject Areas 2 1.50
35 000BA - English 1 0.70
38 000EX - Mathematics 1 0.80
- 4 Happy Valley High School (xocoox) 2 0.65
I? 42 General Education Core Academic Subject Areas 1 0.40
43 000EX - Mathematics 1 0.40
46 Noninstructional Staff 1 0.25
| 47 82100 - Athletic Coach 1 0.25

Level Four: Assignment Code and FTE for each Staff Member by Assignment Group

This layer provides the employee's name, PIC, assignment and FTE by assignment group for
each school/facility. Data from Field 12: Funded Position Status and Field 25: Employment
Status are also provided.

QQ@\CDEF G \ J KL M N 0 P
2

Detailed Assignment Summary Report EOY 2012
Page 1 of 1 311972012
Happy Valley Schools {(XXXXX) Total Total
Assignments FTE
[=] 9 Central Administrative Unit (00000} & 5.00
[=] 10 Instructional Staff 3 3.00
l_:_| 11 00310 - School Social Work (including non-special education) 1 1.00
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
12 Status. Status.
L 13 Smith Betty 999993(9, 10, 11,12 1 9 99
[=] [14 00320 - Schoal Psychologist (SG) 1 1.00
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
15 Status. Status.
L 16 Jackson Kathy 9090909/K, 1, 2.3, 4 1 9 99
=] |17 00370 - Physical Therapist 1 1.00
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
18 Status Status
| L - |19 Hudson Jen 9090809/K, 1. 2. 3. 4 1 9 99
= 20 Paraprofessional/Aide Staff 1 1.00
=] 2 00412 - MEP Instructional Paraprofessional/Aide - Summer only (Title IC) 1 1.00
. Last Name First Name PIC Grade or Setting FTE Funded Position = Employment
22 Status Status
LL - |23 BEEZ JANET 9080709 Migrant 1 9 99

Expanding and Collapsing Rows of the Report to Obtain Various Levels of Detail
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You can also expand or collapse to a specific level of detail by using the "+" and "-" symbols
located on the left side of the spreadsheet. This can be a time-saving feature if you only want to

view a specific type of assignment codes such as Instructional Staff.

Click on the "+" sign to expand the building level to the assignment group.
1]2]3]4 IC| | E |F G | J K M I

2

|

28
33
11

Click here to expand to the
assignment group level. The "+ will
change to a " when the rows

expand to the next level.

Natailad Accinnment Summary Report

Central Administrative Unit (00000}
Happy Valley Elementary Schoal (3ooom)
Happy Valley Middle School (xocoo)
Happy Valley High School (xoooo)

Total

Total

Assignments FTE

5
1
2
2
9]

EOY 2012

6
8
9
10
20
24
28
33
| 41
| 50
T+ 55
60
95
153
Ml 107

Page 1of 1

Happy Valley Schools (XXXXX)

C

Instructional Staff
Paraprofessional/Aide Staff
Administrative Staff

Happy valley Elementary School [20000d)
Happy Valley Middle School (xoooo)
Happy Valley High School (ooox)

Next click on the "+" sign for Level Two to expand to the assignment code level.

1]2]3]4 IC|L] E | G | J Kl 14l

2
Detailed Assignment Summary Report

-

6

Page 1 of 1

Happy Valley Schools (XXXXX)

Central Administrative Unit (00000)
Instructional Staff

00310 - School Social Work (including non-special education

00320 - School Psychologist (SG)

00370 - Physical Therapist
Paraprofessional/Aide Staff
Administrative Staff
Happy Valley Elementary Schoal (xo0x)
Happy Valley Middle School (xooo)
Happy Valley High School (oooox)

Clicking on the "+" sign changes itto a *-" and the data will expand to the assignment
code level.

]

Total
Assignments

PR3 — % % s s st R

EOY 2012

Total
FTE
5.00
3.00
1.00
1.00
1.00
1.00
1.00

1
15
0.65

31972012

3M9/2012

Total Total
Assignments FTE
A 500
3 3.00
1 1.00
1 1.00
1 1
2 15
2 0.65
'J
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Finally, click on the "+" or "-" to obtain the level of detail you want to view.

1]z2]3]a ICID| E |F G | J Kl M N o] E

Detailed Assignment Summary Report

Page 1of 1 3/19/2012
6
Happy Valley Schools (XXXXX) Total Total
8 Assignments FTE
(=] 9 Central Administrative Unit (00000) = 5.00
10 Instructional Staff 3 3.00
11 00310 - School Social Waork (including non-special education) 1 1.00
14 00320 - School Psychologist (SG) 1 1.00
7 00370 - Physical Therapist 1 1.00
20 Paraprofessional/Aide Staff 1 1.00
|_|:_| 21 00412 - MEP Instructional Paraprofessional/Aide - Summer only (Title IC) 1 1.00
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
22 Status Status
I_ |_ - |23 BEEZ JANET 9080709 Migrant 1 9 99
| 24 Administrative Staff 1 1.00
+ 26 Happy Valley Elementary School (xooood) 1 1
Direct View

The Direct View is only available for selected reports such as the Detailed Assignment Code Summary
Report. The report will open in the browser window. The report is layered in the same manner as the
Excel version of the report.

Level One: Listing of all Schools/Facilities Reported with Staff Members

This will include any schools/facilities outside the district if staff members are assigned to them.

1l2|3 4 Al B | C D E F G H |

Assignment Summary Report

) Page 1 of 1 2/22/2012 4:02 PM
[+] 4 Central Administrative Unit (00000) 1 275
20 Happy Valley Elementary (11111) 1 0.10
25 Happy Valley Middle School (22222) 2 065
34 Happy Valley High Schoal (33333) 8 380
59 Happy Valley Adult Education Center (44444) 7 345
80 Happy Valley Bus Garage (55555) 3 200
91 Bruce Elementary (66666) 1 1.00
96 Thomas Middle Schoal (77777) 1 1.00

|'} REP | Detailed Assignment Code Summary | |

X i

- .
Michigan.gov Home CEPIHome | Main Menu | FAQ | Users Guide | Teacher Verification | Contact CEPI | Logout

2/22/2012 3:36 PM

Total Assignments Total FTE

4 275
All schoolffacilities reported with

Bl staff members are listed. 1 010

H 2 0.65
Click on the "+" to expand each

schoolifacility to see the staff 8 3.80

members reported. 7 345

[ B 2.00

| —— 1 1.00

o) 1 1.00
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Level Two: Expands to Assignment Code Groups

12034 A B C D E F H |
; EOY 2012
5 Page 1 of 1 2/22/2012 4:02 PM

[=] 4 Central Administrative Unit (00000) 4 275
+] 5 Instructional Staff 1 1.00
+] ] Day-to-Day Substitute Staff 1 0.00
| [+ 13 Moninstructional Staff 2 1.75
[-L] 20 Happy Valley Elementary (11111) 1 0.10
21 Moninstructional Staff 1 0.10
[=] 25 Happy Valley Middle School (22222) 2 0.65
E 26 General Education Core Academic Subject Areas 1 0.40
| [+ 30 Moninstructional Staff 1 0.25
[=] 34 Happy Valley High School (33333) 8 3.80
E 35 General Education Core Academic Subject Areas 4 250
+| 46 Instructional Staff 1 0.50
+| 50 Paraprofessional/Aide Staff 1 0.80
n 54 Day-to-Day Substitute Staff 2 0.00
[=] 59 Happy Valley Adult Education Center (44444) 7 345
+] 60 General Education Core Academic Subject Areas 3} 2.60
+] 70 Instructional Staff 1 0.20
| [+ 74 Moninstructional Staff 3 0.65
[-L] a0 Happy Valley Bus Garage (55555) 3 2.00
81 General Education Core Academic Subject Areas 3 2.00
% 91 Bruce Elementary (66666) 1 1.00
92 Instructional Staff 1 1.00
% 96 Thomas Middle School (T7777) 1 1.00
97 General Education Core Academic Subject Areas 1 1.00

Level Three: Expands to specific assignment codes with the groups.

1]z Ia |4 Al B C | D E F G H |
- Assignment Summary Report EOY 2012
2 Page 1 of 1 2/22/2012 4:02 FM
[=] 4 Central Administrative Unit (00000) 4 275
? 5 Instructional Staff 1 1.00
6 00370 - Physical Therapist 1 1.00
9 Day-to-Day Substitute Staff 1 0.00
10 00SUB - Day-to-Day Substitute Teacher 1 0.00
13 Noninstructional Staff 2 1.75
[+] [14 60700 - Parent Educator/Non-Home Visitor 1 1.00
L 17 85000 - Child Care 1 0.75
- 20 Happy Valley Elementary (11111) 1 0.10
|_f_| 21 Noninstructional Staff 1 0.10
22 99900 - Other 1 010
[=] 25 Happy Valley Middle School (22222) 2 0.65
|_f_| 26 General Education Core Academic Subject Areas 1 0.40
27 000EX - Mathematics 1 0.40
|_E| 30 Noninstructional Staff 1 0.25
LLi+ 31 82100 - Athletic Coach o 1 0.25
= 34 Happy Valley High Schoal (33333) 8 380
35 General Education Core Academic Subject Areas 4 2.50
36 000JX - Music Education 2 1.00
40 000ZG - General EL K-5 all, K-8 self-contained 1 1.00
43 00192 - Speech/Language Impaired (SB) Classroom - All Subjects 1 0.50
% 46 Instructional Staff 1 0.50
47 000MR - Computer Science 1 0.50
|%| 50 Paraprofessional/Aide Staff 1 0.80
51 00403 - Special Education Instructional Paraprofessional/Aide 1 0.80
(54| Day-to-Day Substitute Staff 2 0.00
55 00PAR - Day-to-Day Substitute Paraprofessional/aide 2 0.00
- 59 Happy Valley Adult Education Center (44444) T 345
60 General Education Core Academic Subject Areas 3 260
61 000DC - Chemistry 1 0.60
64 000D! - Integrated Science 1 1.00
[+] [67 000EX - Mathematics 1 1.00
? 70 Instructional Staff 1 0.20
il 60400 - Elementary Certified Teacher with a Child Development 1 0.20
4 Noninstructional Staff 3 0.65
75 82100 - Athletic Coach 3 0.65
- 80 Happy Valley Bus Garage (55555) 3 2.00
= a4 CRanaral Edusatinn Marn Aradamis Qukinet Araas 2 2 nn
EOY 2012
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Level Four: Expands to the individual employees within each assignment code and group.

1]z]3 ICID| E |F G | J Kl M N 9] P
2
Detailed Assignment Summary Report EOY 2012
Page 1 of 1 3152012
6
Happy Valley School District Schools (23090) Total Total
8 Assignments FTE
[=] 9 Central Administrative Unit (00000) 5 5.00
[=] 0 Instructional Staff 3 3.00
[=] 1 00370 - Physical Therapist 1 1.00
) Last Name Firzt Name PIC Grade or Setting FTE Funded Position | Employment
12 Status Status
LL- 13 Smith Betty 9090909 (K, 1. 2,3, 4 1 9 99
(=] 14 Day-to-Day Substitute Staff 1 1.00
[=] 15 00SUB - Day-to-Day Substitute Teacher 1 0
Last Name Firzt Name PIC Grade or Setting FTE Funded Position | Employment
16 Status Status
L L 17 Mattson Evelyn 909012 0 99
[=] 18 Moninstructional Staff 2 175
=] [19 60700 - Parent Educator/Non-Home Visitor 1 1.00
Last Name Firzt Name PIC Grade or Setting FTE Funded Position | Employment
20 Status Status
| 21 Jackson Jack 909133, 4 1 9 99
=] [22 85000 - Child Care 1 0.75
Last Name First Name PIC Grade or Setting FTE Funded Position | Employment
23 Status Status
Childs James 90914 Early Childhood and| 0.75 9 99
| L L 24 Parenting Programs
[=] 25 Happy Valley Elementary (11111) 11 9.80
[=] 26 Instructional Staff 1 1
=] 27 000ZG - General EL K-5 all, K-8 self-contained 1 1.00
Last Name Firzt Name PIC Grade or Setting FTE Funded Position | Employment
28 Status Status
L 29 Smith Janice 9099999 21 9 98

Formats Available for Downloading Data

Several options are available to downloading the report. The steps below are designed for
Microsoft Excel 2010.

1. Click on the Export icon from the tool bar.
| g 'f’ . - - - L] ¥ Q "‘ \ 1 .
. 6.8, paientergorkducational Performance &dh, mationy ' 5. Michigan.oou;
Michigan gov Home CEPIHome | Main Menu | FAQ | User's (N4l | Teacher Verification | Contact CEF’I[I_.ogot

REP | Detailed Assignment Code Summary
4 41 Jlofz b P 4 [100% v |
Detailed Assignment Summary Report

oA £

=1

AL file with report data

I‘

ind | Next

C3V (comma delimited)

Acrobat (PDF) file

Page 1 of 1 ! 0/2012
LAHTI Caeh oechiyel
Potterville Public Schools (23030) Excel
TITT Te
[ Central Administrative Unit (00000) word .00
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2. When prompted, choose "Open" or "Save." If "Save" is chosen, select a location to save
the file.

File Download

Do you want to open or save this file?

@ j Mame: Detailed Assignment Code Summary, xls
[Hl Type: Microsoft Excel 97-2003 Worksheet
From: ga.mdee.state.mius K

*[ Open ] [ Save ] [ Cancel l

|--’ While files from the Intemet can be useful, some files can potentialhy
harm your computer. f you do not trust the source, do not open or
save this file. What 's the righ?

3. If you selected "Open,"” the report will automatically open in Excel. If you selected
"Save," you will need to open Excel and then locate the file to access the report.

Ed9-o-|s REP_AssignmentSummary_DrillDown (03-19-2012 03-54-05-028)(1).xIs [Compatibility Mode] - Microsoft Excel = o &3
File Home | Inset  Pagelayout  Formulss  Dsts  Review  View  Add-lns  SAS  Team o @ o & R
:‘:‘ ‘* Aial L - Ay = g[%] ®r EiWepTed General B ijg ﬁ}% gé E— §< F j' % @3

B - .
Paste . e A EE=EE == . o <@ % Condiional Format Cell  Insert Delete Format Sort& Find &
e g | B U- W A E == [FHE EMegesCenterr $ - % 1 [ W Formatting = as Table - Styles - - - " Filter - Select -

Clipboard 3 Font [ Alignment [ Number [ Styles Cells Editing

| J KL M M 0 P

[

MEE ICD| E |F

EOQY 2012
Page 1 of 1 3M19/2012
6
Happy Valley Schools (XXXXX) Total Total
8 Assignments FTE
| 9 Central Administrative Unit (00000) & 5.00
| 28 Happy Valley Elementary School (xoooo) 1 1
| 33 Happy Valley Middle School (xoooo) 2 1.5
E 41 Happy Valley High School (xooood) 2 0.65
4. The report will function as described previously with the four layers of data.
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Sample Report — Pending Status Report

The Pending Status report has three layers of detail.

12|34 AB|C|D|E F H
M Pending Status Report EOY 2012

3 Employees Reported as Pending
4 Submitting Entity
= 5 |Happy Valley Schools (xooow) |
. 6 SchooliFacility
7 |Happy Valley High School (xoooox) |
8 Pending Employees
9 |Green, Hank (PIC)
10 Assignment Code  |Assignment Description
" oooni Integrated Science
| 12 0o0oc Chemistry

Points to remember when using the REP Submission Reports

e Your data matter — use these reports to help ensure accurate reporting of your school
personnel data.

Data are displayed on reports as submitted by the district's authorized user.
Reports are management tools you can use to review your district staffing data.
Reports are populated as the data are submitted for the current submission cycle.
Reports help assure the quality of your data submission.

Reports serve as records of your data submission.
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Using the Reports to Improve Your Data Quality

The following examples illustrate questions to ask when reviewing your reports:

Total FTE by Accounting/Function Code Report Fall 2011

Happy Valley School District (X0COCK)

Instructional Staff Total FTE
111 Elementary School 8.35
112 Middle/Juricr High School 8.30
113 High School Are the FTEs 1270
118 Preschool accurate for the 0.00
118 Summer School accounting/function o.00
122 Special Education 5.50
P _ codes?

125 Comgensatory Education 3.00
127 Career and Technical Education 0.00
131 Basic 0.00
132 Secondary 0.00
133 Secondary Vocational 0.00
135 Occupaticnal Training or Upgrading Retraining 1.00

Total Instructional Staff 42,85

Position Status By Staff Group Report Fall 2011

Happy Valley School District (X336KK)
Administrators  Teachers Paraprofessional Noninstructional Are the Counts

Funded Position Status Count Count Count accu rate') DO you
1 Vacant, funded, open position, no o o v}
one astigned have three vacant
2 Vacant, funded, open position, o ] 1} a0 1 iti D
cutside confractor assigned teaCh I ng pOSItlonS .
3 Funded, employes on loan or o o 1] v}
leave, no one assigned
4 Funded, employes on loan or o o o v} i}
leawe, filled by temporany
employee
L] Vacant, funded, open position, o ] 1} a0 i]
filled by temporary employee
] Funded, employes on lean or o 1 1} a0 1
leawe, putside confracior assigned
T Contracted semvices provider, non- o 0 1] [t} i}
instructional staff
] Filled position, regular 3 47 g a a1
Total: 3 51 5 8 85

DATE CREATED: 8152011
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Assignment Summary Report Fall 2011

Happy Valley School District (X3CCCK)

How many
assignments of
English or Math are
taught?

Do you have five
elementary
assignments?

Total Number of

Assignment Assignments Total FTE
Staff Group Assignments Code  Assignment Description Submitted Submitted
General Education Core Academic
Subject Areas

000BA English 3 ”

oooce History 1 0.20

0oocoD Political Science 1

0oooc Chemistry 1

000CH Geology - Earth Science 1

0ooo Integrated Science 1

000D Science 1

000EX Mathematics 1

000FF Spanish 1

000 Music Education 3

00025 General EL K-5 all, K-5 self-contained 5

""""""" Total General Education Core 21 1820

Academic Subject Areas

Overall Summary of Data Submission Report Fall 2011

Happy Valley School District (XOCCKK)

Total number of all personnel records submitted

Total number of personne! records submitted including those personnel who have left the district.

Total number of records with an administrator assignment code

Count

Data Quality Matters.

» <=4 Check your final

Total number of personne! records submitted with assignment codes 70100 through 79599, including those personne! who

have left the district

Total number of records with a teacher assignment code

Total number of records submitted with assignment codes 000AX through 00594, 60300, and 60400 (excluding 00403,
00404, 00405, 00407, 00SUB and 00PAR). This count includes current and terminated records.

Total number of records with a paraprefessional/aide assignment code
Total number of records with a paraprofessionallaide assignment code. Total number of records submitted with
assignment codes 80001 through 80016 including 60500, 80501, 00403, 00404, 00405 and 00407 This count includes
current and terminated records.

Total number of records with a day-to-day substitute assignment code

Total number of records submitted with an assignment code of 00SUB and 00PAR. This count includes current and
terminated records.

Total number of records with a non-instructional assignment code

Total numizer of records with a non-instructional assignment code. Total number of records submitted with assignment
codes 81500 through 93300 and 60100, 60200, 60600 and 60700.

Total number of personnel separating from employment with the district
Total number of personne! records where Field 25: Employment Status code iz equal to 01 through 19 inclusive:
Total number of personnel records assigned to a nonpublic school

Total number of personna! records submitted where the schoolfacility code (reported as identified in the School Code
Master) indicates that the school/facility is a nonpublic entity.

Total number of personnel records assigned to a school in another district

Total number of personns! records submitted where the schoolfacility code (reported as identified in the School Code
Master) is not assigned to the reporting district

Total number of schools/facilities reporting personnel recerds

Total number of schoolsiTacilities that were reported with personnel records.

DATE CREATED: 8/15/2011

EOY 2012

33

submission counts.
Are they accurate?

Do you have nine day-
to-day substitute staff
members?

Do you really have staff
members reported at
two schools/facilities
outside your district?

Do you really have

] seven schools/facilities

that should have staff
reported?
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Reports available for Year-to-Year Comparisons
(These reports will be updated each submission.)

FTE by Accounting/Function Code Comparison Report

This report provides a district-level comparison of the total FTE reported for staff members'
accounting/function codes between the year-to-year REP submissions. The total FTE submitted for each
accounting/function code is listed by specific categories: Instructional Staff, Instructional Support Staff,
Instructional Staff Services, Non-Instructional Support Staff, and Facilities Acquisition.

Total FTE by Accounting/Function Code Comparison Report Fall 2011

Happy Valley School District (JOCOXX) Are the counts
instructionsl Staff Fall zul;llnE Total  Fall zuF-|I_1E Total Pe&'lr:‘e;llt;ge accurate? D|d our
111 Elementary School 2348 B35 £4.45% district have a
112 MiddlefJunior High Schoal 15.85 B.30 4TE3 % 54.769% d rop in
113 High School 20.11 12.70 -36.85 % / Special Education
122 Special Education 21.00 9.50 . p .
125 Comgensatory Education 0.00 3.00 00.00 % | nStI’U Ctlonal
135 Cccupational Training or Upgrading Retraining 0.00 1.00 100.00 % Staff’)

Total Instructional Staff 80.45 42.85 46.74 %

Assignment Code Comparison Report

This report provides a district-level comparison of all assignment codes and the total FTE value reported
for each assignment code between the year-to-year REP submissions. The report is divided into staff
groups: Administrative Staff, Instructional Staff - General Education Core Academic Subject Areas,
Instructional Staff - General Education Non-Core Academic Subject Areas, Non-Instructional Staff, Day-
to-Day Substitute Staff and Paraprofessionals/Aides.

Assignment Code Comparison Report Fall 2011

Happy Valley School District (XCO0K)
Administrative Staff
Parcantage

Fall 2010 Total Fall 2011 Total Cchangs In Parcentage
Humber of Fall 2010 Humbser of Fall 2011 Humber of Changa In
Agslgnment agsignmants  Tofal FTE  Assignments  Total FTE  assignments FTE
Code Aszslgnment Description Submittad Submitied Submittad Submitted Submitted Submittad
70100 I1SD Superintendent ] 0.00 1 1.00 100.00%  100.00 %
{Chief Administrative
Officer)
70200 District Superintendent 1 1.00 0 000 -100.00% -100.00 %
{Chief Administrative
Officer)
70274 District Superintendent 1 0.10 0 000 -100.00% -100.00 %
(Title X Gender Equity
Coordinatori
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Assignment Code Comparison Report Column Descriptions

Column Heading

Explanation

Assignment Code

Assignment codes submitted by the district.

Assignment Description

Name of the assignment code.

EOY 2011 and EOY 2012 Total Number of
Assignments Submitted

Total number of assignments reported for each
individual assignment code submitted by the
district for each submission in EOY 2011 and
EQY 2012.

EOY 2011 and EQY 2012 Total FTE Submitted

Total FTE reported by the district for each
assignment code.

Percentage Change in Number of Assignments
Submitted

Percentage of change in the number of assignment
codes between EQY 2011 and EQY 2012.

Percentage Change in the FTE Submitted

Percentage of change in the total FTE submitted for
each assignment code between EQOY 2011 and
EQY 2012.

How to Obtain Credential Data for your Teachers and Administrators

Credential Data Exchange (CDX)

The CDX is a Web-based application that enables a local district user to obtain credential numbers, issue
and expiration dates, endorsements earned, sponsoring institutions and sponsoring institution codes for
instructional personnel. A user must prepare the file in the proper format as outlined below. The user
may then upload the prepared file through the CDX application for processing.

Uploading a File:

The CDX will not accept files that do not have a ".txt" extension. Files must be in plain text format. The
CDX will not process Microsoft Word-, Excel-, or Access-formatted files.

The data must be in the following format:

1. Fields are tab-delimited.

2. Each line is followed by a CR/LF (Carriage Return/Line Feed).

3. Fields are in the following order:

{Last Name}{TAB}{First Name}{TAB}{Date of Birth}{TAB}{Social Security Number}.

1SRN

line:
Date Credential Issued {TAB}
Endorsement {TAB}

Institution Code {TAB}
Institution Name {CR/LF}.

Credential License Number {TAB}

The Date of Birth should be formatted "mm/dd/yyyy."
The SSN should not contain anything other than numbers (123456789).
The return format will be identical to the submitted format with the following appended to each

Date of Expiration of Credential {TAB}

When the file is ready for submission to the CDX application, do the following:

Step One: Log in to the REP Application.

EOY 2012
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X 2' Santarjur 20z

Michigan gow Home

Educational Personnel

MEIS Login |§}mﬂ

User Hame:

Step One:
Log in to the REP.

This lagin scréen provides access to the publc school Registry of Educatio)
Personnel (REP) or the Nonpubilic School Personnel Report When a User |
Password are enlered in the MEIS Login Box, access will be granted to the
appropnate application

Password:

The REP and Nonpubic School Personnel Report, operated and maintained by
Center for Educational Performance and Information, are used by the public s Forgat your usemame or passwarg
districts and nonpublic schools to submit persenned information to the state of
Michigan

REP Application will be available for

Authonzed wsers of the REP and Nonpublic School Personnel Report have been the Fall 2011 data submission
designated by the district or school Aty e users 1 through D 1, 2011
st have a Michigan Education Information System (MEIS) account and have

completed and submifted & signed security agr for the REP or The Monpublic School Personnel
Sechodl Personned Repor Report will be available for the Fall 2041

data submission September 1 through
December 1, 2011,

For more information, please choose from the folowing options

Registry of Education Personnel

REP Data Field Descriptions GEm

REF User's Guide EES

REP Record Layoul (Rewised May 2011) EEE
REF FALS EER

REP Security Agreement Form EER

CDX Security Agreement Form EER
Obtaining or Updating a MEIS Account

Nonpublic School Personnel Report

Monpublc School Personnel Report Data Freld Desc
Monpubbe School Personned Repan User's Guide EEE
Nonpublic School Personnel Report FAGs EIER

Nanpub Py Securty Ag Form EER
Obtaining or Updating a MEIS Account

Michigan Electranic Granls System

Step Two: Click on "Upload Credential Request File."

Welcome to the Registry of Educational Personnel

| Happy Valley Public Schools (0G0X)  w |

Go to the Nonpublic School Report

Data Submission
To submit and update personnel data, select from the following functions:
+ Online Single Submission
» Bulk Upload File Submission
* Bulk File Submission Status
» Personnel Submitted

Data submitted by school Personnel Skilled in Technology X

districts via the Registry = Personnel Skilled in Technology Supplemental Submission Definitions and User's
of Educational Personnel Guide

(REP) are used to produce
reports for the U.S.

Department of Education Personnel Search
and for the state of

» Supplemental Submission Form

To search for a PIC or to request a new PIC, select the following function-

Michigan regarding school
personnel. Additionally, + Personnel Search
REP data are provided to
the Michigan Department
of Education (MDE) for To view a report or download personnel data, select from the following options:
MDE’s teacher certification

Reports

Summary by District
audit. - Complete Summary by District
Download REP Data File
Employee Listing by District

- REP Submission Reports

Credential Data Exchange Step TWO

To obtain teacher credential numbers, select from the following functions:

- Upload Credential Request File CI iCk here.

» Credential Request Status

A
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Step Three: Enter e-mail address.

CDX File Upload Form

of WIS ’ - - » 4 o ¢ +
y. 6.4, 4 LETTIET S TEUCaU oI CHIOTmancecanormauon
[ — —e= = Sl
Michigan.cow Home CEPI Home | Main Menu | EAG | Uset's Guide | Teacher Yerification | Cortact CEPI | Logout

iatriciions Upload a Credential Data Exchange File
File= muzt be in plain text format. . 4 . Step Th ree:
Microsaft Word-, Excel-, and Enter the e-mail address that CEPI should use to notify you when the file is Enter e_mail
Access-formatted files will not be prut_:essed: P
processed correctly. | bl ad d ress
Files must end with the extension
"tut". Files that end in an extension Note: If vour e-maill system does not receive the COX e-mail status
other than " txt" will be rejected message, please log into the REP site and click on the "Credential Request
Status" menu aption under the Credentizl Data Exchange section to check
fT::n‘;f_*a must pednthe folowing the status of your file. Step Four:
= Figlds are tab delimited.
e Enter the path and file name to upload: Enter the path
e Esch line s fallowed by a Ealii i UL AL e Bl ki }
CRALF (Carriage ReturniLine | and fl Ie name tO
Feed).
0 , : . upload.
* Fields are in the following Important! ¥ou must include a complete file path when selecting your file.
order: CEPI recormmends that you use the "Browse" option to locate your file.

{Last Mame HTABHFirst Mame}
{TABYDsate of Birth §TAB}
{Social Security Mumber }

# The Date of Bith should be

formatted "mmddly ey CAMy Docurments\WiyCae et

If you enter the file path manually, a correct, complete file path may look like
the following example:

» The 35N should not contain

any characters other than Upload CDX File

Vel

NUMbers [XxxyyZIIT).

Step Five: Send file.

Step Four: Enter the path and file name to upload. Click on the Browse button to locate your CDX file.

Step Five: Click on "Upload CDX File."
Retrieving Processed CDX File

Step One: Click on "Credential Request Status."

Credential Data Exchange
To obtain teacher credential numbers, select from the following functions:

o Upload Credential Reguest File Step One:
e Credential Request Status¥ | CJick hefe.-

Step Two: Click on the blue hyperlinked date and time under Date Uploaded. The status will indicate

"Completed."

EOY 2012
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| s /i
X l LETTIErZ DTt ucational - erjonmance sdniormation.

e
Michigan gov Home CEPI Home | Main Menu | FAQ | User's Guide | Teacher Verification | Contact CEPI | Logout
REP | CDX File Status
File Status View Your CDX File

. Queued means that The table lists the files that you have uploaded to the Credential Data Exchange. The
your file has been current status of the file is listed in the "Status” column.
received and is
awaiting processing. After the file has been processed the date and time will be an active hyperlink (blue text).

- Completed means Click on the hyperlink to retrieve the CDX result file. Two options are available for reviewing
that your file has the file:

been processed and
YOU can review your
result file by clicking

+ Review your status in an application that reads text files (e.g., Notepad)
+ Save the file to your hard drive

on the date and time |
the file was uploaded. Date Uploaded MEIS Account Uploaded By Status
Example of a Queued file: 7/26/2011 4:35:24 PM A111222333 John Green Completed
6/17/2006 2:30 PM ! ! -
7/26/2011 4:31:06 PM A111222333 John Green Completed
Example of a Completed file:
6/17/2006 2:30 PM
The result file will contain Click on the blue hyperlinked date and time to retrieve your
information about the current fl
credential held by the individual. 1e.
The complete data returned will

include the current credential
number, issue and expiration
dates, endorsements earned,
and the teacher preparation
institution and code number.

Need Additional Help>

For questions regarding REP content or assistance with the REP Application, please send an e-mail
message to CEPI@michigan.gov or call 517-335-0505 and select option 3. Please provide your name,
district code and district name, the CEPI application name, your telephone number (including area code
and extension), e-mail address and specific questions.
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